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Email Address:        noman.308840@2freemail.com 
PERSONEL SUMMARY:
· Self-motivated, results-oriented professional with experience in loss prevention management and administration, seeking challenging entry level position in Finance/ Accounting. Goal-oriented, analytical Finance major with expertise in cash auditing, finance analysis, accounting procedures, and business administration. Astute ability to meet tight deadlines in fast-paced environment 
HIGHLIGHTS:

EXPERIENCE:

SAFEER HOTELS & TOURISM CO. (OMAN) – 4 years Experience 
Accountant- April 2013 to April 2016
· Bank Reconciliation.
· Managing petty cash transactions.
· Controlling credit and chasing debt. 
· Prepares payment by verifying documentation, and requesting disbursements.

Night Auditor-September-2012 to March-2013: 

PAKISTAN TELECOMMUNICATION COMPANY LIMITED- - 1 year Experience 
Customer Service Executive- April-2011 to July-2012


EDUCATION:

COMPUTER LITERACY:

Data Entry Management  


Confidentiality 


Deadline Oriented


General Math Skills





Accounting  


Attention to Details 


Reporting Skills


Regulatory Compliance 





Monitoring customer accounts for non-payment and delayed payment 


Reconciles financial discrepancies by collecting and analyzing accounts information.


Develop reports to details aging and past due accounts for senior management.


Summarized receivables on weekly and monthly basis.


Contacting banks regarding any financial queries.


Processing a high volume invoices.


Processing daily cash receipts.


Inter-companies reconciliation





Prepare daily revenue reports


Run audit reports for the front office system


Make corrections and adjustments to books


Enter all pertinent information into a prescribed bookkeeping system


Balance all revenue and settlement accounts


Provide relief support to the front desk officer


Transmit credit card batches


Act as hotel system liaison after hours





Answering calls politely and professionally to provide information about services and products


Keeping records of customer interactions and different transactions, recording details of complaints 


Processing or taking order, filling in forms and applications.


Follow up to ensure appropriate action has been taken on customer requests and complaints.


Performing the registration process for clients without any errors.


Make reminder calls to clients, send follow-up emails and schedule appointments.








Bachelor’s Degree: Commerce, 2010


             University of Karachi – Karachi Pakistan





Proficient in Microsoft Office.


 Internet Surfing


Used Ids











Present Professional Qualification


ACCA- Association of Chartered Certified Accountants 
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